160-Printing PO's Print a Purchase Order
Print & Dispatch a Purchase Order

With PeopleSoft Purchasing, you can dispatch and print your purchase orders (POs) individually or in volume. You
can dispatch them from the online pages or through a run control page. A PO must have a status of Approved or
Dispatched and have passed the Commitment Control budget check to be eligible for dispatch. The PO Dispatch/Print
process contains business process logic and is responsible for retrieving data from the database, constructing
purchase orders, and sending the output files to the proper locations.

When you run the PO Dispatch/Print report (POPO005) from the Purchase Orders Print page, a hard copy of the PO
prints, but the POs are not dispatched. You are responsible for printing the current Terms & Conditions on the
reverse side of every page of the PO dispatched.

Additional help in PeopleBooks: PeopleSoft 8.4 Purchasing PeopleBook Dispatching and printing purchase orders >
Dispatching purchase orders

Step Directions

A. Navigation and Search 1. Navigation: Purchasing > Purchase Orders >
Dispatch PO
2. Search: Select or add a run control

] Dispatch POs - Microsoft Internet Explorer Q@ng
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PeopleSoft.
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Dispatch Purchase Orders
Enter any information you have and click Search. Leave flelds hlank far a list of all walues.

Find an Existing Value

Run Control ID:| begins with +
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Search Clear | Basic Search g Save Search Crileria
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160-Printing PO's Print a Purchase Order

Step Directions

B. Select the Purchase Order(s) to print 1 Select the purchase order(s) to be printed by filling in

i ptch e et il piaunet Expetar JER) one or more of the fields on the Dispatch Purchase

Bl ESl Yew Foordes Took e i

P e T S T T = S S Orders page. ' '

i W ks sl EVPLOYEEERR0 G PR CHASE_CRDERS P, SISPATCH L Gl EaT a) Business Unit —fill in the purchasing business
PeopleSoft. unit

L _ ) b) PO ID —fill in or select the Purchase Order you

Hew' Processing

want to dispatch

c) From & through date — fill in if you want to print

Run Condral ID: run Buport Mg Process Monilor |

I multiple requisitions for one business unit
ey qwl A | mp | d) Buyer —fill in if you want to print POs from one
:::;ﬂmm: @ A gt Purchase Grger Dispatch Mathods To Inchude Buyer
P— a MNME o il e 2 Miscellaneous options
e “ ot : a) Chartfields — valid, invalid, or both
- CLOEED b) Change Orders — original, change orders only, or
e 21 Teucagan | [)prmiupiene both original and changes
rox Cover Papes Q e cnor c) Print only changed information

d) Print PO ltem description - to print the item
description from the PO Form page instead of
the default item description.

e) Test the dispatch to print but not dispatch the
PO.

f)  Print duplicate — prints the word Duplicate on the
PO

g) Print copy — prints several copies of the PO

0 aann St pincus oo so e L] @ nens 3 Click the yellow RUN button
C. Request the print 1 Select the Indiana Purchase Order process to run.

3 Dispatch POs - Microsoft Internet Explorer &) | 2 Select the output type — Web

e “|1 3 Select the format — PDF

st [ sl o VAN FURCHAGE_GRDERS,PO_DISPATOH L. <8« =~ | 3. Click OK to start the requested process(es)
PeopleSoft. — 4. It may take several minutes to generate the

@ ' Purchase Order documents. You may use the Report
Manager OR Process Monitor to view the documents
when they are ready.

Process Scheduler Request

Uses ID: JWELSH Run Control I0: run
P 5. If no documents generate check that you had thg
Racarrence: Y mmtme  $5220°M ool o Gutond DlefTino correct statuses marked; or include all statuses if you
T = are printing a specific PO.
Subost [Duserivtion Procossllame |Procews Tye e Foumst ||
[0 ndiana PO DispadchiPrind POPOONS QR Reparl web | Ppor o~ EH
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160-Printing PO's

Sample Purchase Order
Reporting Code

State of Indiana

PerProfCnt
Purchase Order

Remit to:  MAXIMUS INC
11412 SUMSET HILL RD
RESTOMN VA 20100

Buryer: RMILLER
GIPA Mumber:
Mame/Address GPA Expiration:
of Vendor: MAXIMUS INC Federal I0: 541000588
11418 SUMSET HILL RD Agency Number: 057
RESTOM WA 20180 Facility:
Ship To: State Budget Agency
200 West Washingion St
Foom 212 State House
Check INVOICE INFORMATION Indianapolis IM 46204
Date Invoice Received: {Month/Day M ear)
GaodsiServices Received Date: (Month/DayYear) Bill To: State Budget Agency
Internal Contract Terms and Conditions Satisfied: (Month/Dayiear) State Budget Agency
Exempt:intergovernmental (Pursuant to I1C 5-1 T—E-Z% 200 West Washingion St
Good Faith Dispute (Dispute Pursuant to 1C 4-13-2-20 & IC 5-11-10-2) Room 212 State Bouss
Indianapodis IM 46204
Itemn Mo Description (FOB Destination) Gty Ordered Gty Recd UOM  Unit Price  Extended Amt
“NOTICE: Mo price comections will be permitted after issuance of this Purchase Order*™
- 1 The contractor wil prepare the Sisfewids Cost 1.0000 [ Jawr 24, TEO. 0000 24, 750.0
Allzcation Plan to be used by State Agencies and
Unwersities io bill Federal Programs indirect
cost. This plan is for FY 2004-2005 and will be
baszed on actua’ expenditures from B0 2002-20032
This purchase order 5 intended for use only 35 an
insirument to encumber the funds necessany to satsfy the
State's contract payment cbligations and to arder those
items listed hersin. All conract Temmns and Conditions are
stated on a separate contract document|s); the Terms and
Conditicns on the reverse side of this document are not
applicabls
Total PO Amt. & 24 750.00

Print a Purchase Order

Purchase Order Date  Required Date Page
04500965 08/04/2003 0FHS2003 1of 1
FundiChjectiCenter: 1000 /537000 M005T
Diept Mumber: ALL

Project Mumber:

Requisiticn Mumber: DE-4-01

Bignaiune of Heiad of Agessy

Typeedl Mami

FUHDIND EHCUMEERED BY THE AWHTOR OF STATE

| Editly that the i i8 SuMic el uness iinbered Balance i the above

Diate Signed

azcount io cover The amossd of s coder, and thai Tunds have been sei
irside fod pagiment Beerenl.

haued by Presunzimesd Division

Indiana Departiment of Admsisiralion
Procoresanl Dvision

412 Wesl Wi hinglon Sieeat, Rss WS
Indianapois, diasa 46 504

Tk phiaivg: [317) 2353-2053

Authaiized Signatere. Audite of Stale

Date SignediMonthiDay Year]

CONFIRMATION OF RECEIPT

earlify el the Reins lsbed absve ware received. All commodties
Jijajbairad b comdain i eilicatasiis and st o Babanl

Jhuivets, excepl i othervwiss nobed.

TypediPristed Hame

APPRIVAL FOR PAYMENT

| ety that the vendor Bas performed in eecosd ane @ with B berms and

veatiact cbligatens perlaming 1o this Perebase Onder, and Barabsy

isthedize and apeeove payinest of e ¢ lniss.

Sepmaiure of Receive

Date SignefiMonthiDayYear)

Authorized Signatere foe Agaency
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